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303. THE EXECUTIVE ASSISTANTS. The BExecutive Assistants
described in the following paragraphs may be assigned to the
Executive Officer. Their duties may be either primary or
collateral. When performing duties on a collateral basis,
cofficers and petty officers acting as assistants to the Executive
Officer report directly to him/her, regardless of their primary
assignment in the organization. Positions should be well defined
in the unit's organization and regulations manual by functional
guides. This article presents functional guides for assistants
to the Executive Officer. The size of the executive's
organization depends on the number of officers and petty officers
available for assignment to those duties., Figure 3-1 may be
modified to meet individual command requirements. Functional
guides for additional Executive Assistants may be prepared using
these as examples.

303 TANT (AA)
a. BASIC FUNCTIONS. The Administrative Assistant is an aide

to and may be delegated to act for the Executive Officer in

specific functions of administration. He/she serves asgs the

X-Diviglion Officer.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY

(1) CObserve and report to the Executive Officer on the
effectiveneas of administrative policies, procedures, and

regulationa of the command.

(2) Review correspondence prepared for the signature or
review of the Executive Officer, ensuring that it conforms with
the Navy Correspondence Manual, SECNAVINST 5216.5C (NOTAL), and
pertinent command directives.

(3) Screen correspondence and directives routed to the
Executive Officer. Initiate administrative actions where

appropriate, as in the cape of Senior Officer Pregsent Afloat
(SOPA) ingtructions and other administrative directives.

(4) Schedule wvisitor interviews with the Executive
Officer and other officers as appropriate.

(5) Coordinate the assignment of enlisted personnel. to
Executive Assistants.

(6) Exercise budgetary control of expenses of Executive

Assistants. Approve requisitions for operating supplies, eguip-
ment, and services within the budget allowances for X-Division.
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{7) Supervise preparation of the plan of the day, and its
review, prior to submission for signature.

(8) Exercise administrative direction of the print shop
and associated duplicating equipment {(except in units that have a
repair department).

{8) Coordinate the indoctrination of newly reported
personnel.

(10) Supervise the professional training and education of
enlisted personnel assigned to the administrative and personnel
offices.

{11) Coordinate the division safety program with the
unit's Safety Officer and supervise the division Safety Petty
Officer.

¢. ORGANIZATIONAL RELATIONSHIPS. Within his/her delegated
authority, the Administrative Asaistant is the direct representa-
tive of the Executive Officer. He/she will report to the
Bxecutive Officer and receive reports as follows:

{l1l) From Executive Ageistants regarding routine
administration.

{2) Prom enlisted personnel assigned to his/her direct
supervision.

{(3) From the Bandmaster when embarked.
303.2 AUTOMATIC DATA PROCESSING (ADP) SECURITY OFFICER

a. BASIC FUNCTION. The ship's Autcmatic Data Procesaing
{ADP) Security Officer isg responsible, under the Commanding
Qfficer, for ensuring adequate security for ADP systems
{SECNAVINST 5239.2 (NOTAL)). The gecurity program includes
software and hardware security features as well as
adminiatrative, physical, and personnel security controls for
providing an adegquate degree of gecurity for ADP systems.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY
(1) Provide guidance to the command to ensure compliance
with security directives and serve as the major proponent of ADP
system security in discussions concerning the operation of the
ADP system.

(2) Develop and maintain the activity's ADP Security Plan
to support accreditation responsibility and requirements for
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shipboard ADP, as pregcribed by SECNAVINST 5239.2 (NOTAL). The
prlan should include conduct of risk assessment, security test and
evaluations, and contingency planning. Documentation should be
updated whenever there is a major change in facilities,
equipment, or software but not less frequently than every three
years.

193]

—r

n
-
-

! arvian rtoat and mani
4 arva Cegt, and moni

£
system which would affect its security
gystem is maintained.

(4) Monitor system activity to ensure compliance with
security directives and procedures.

{(5) Review command procedures which affect the overall
curity of the ADP system, including the receipt, atorage, and
tribution of material and data.

(6) Establish and maintain liaison with remote facilities
served by the ADP system to assure that a remote facility
Security Officer is designated by the served activity to ensure
compiiance with procedures established by the ADF Security
Officer.

{7) Conduct risk assessments, and provide documentation
whenever there is a major change in facilities, egquipment, or
software but not le=zs fregquently than every three years.

(8} Ensure the correction of security deficiencies of an
ADP system approved for handling clagsified information.

{9) BEnsure appropriate review and disposition of system
housekeeping or audit records concerning security violations,
security related system malfunctiong, and tests of the security
feature of the ADP system.

(10) Establish and maintain a classgified information
processing system (CLIPS) document file in accordance with
OPNAV C5510.93E (NOTAL).

c. ORGANIZATIONAL RELATIONSHIPS. The Ship's ADP Systen
Security Officer has direct access to the Commanding Officer in
matters relating to ADP security.

303.3 CHIEF MASTER-AT-ARMS (CMAR)

a. BASIC FUNCTION. A Chief Master-~At-Arms will be assigned
in each unit and will be responsible for the supervigion,
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Department/Division and assisting the Commanding Officer in
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maintaining the security, good order and discipline of the ship.
When no security officer is authorized/assigned; the duties,
respongibilities, and authority described in paragraph 303.17 are
incorporated here.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY
(1) Organize and train the Master-At-Arms force.

{2) Enforce Wavy regulations, unit's regulations, and
other directives, establishing standards of dress, grooming,
behavior and performance.

(3) Supervise preliminary investigation of suspected or
possible viclations of the UCMJ.

(4) Assist the Officer of the Day/Command Duty Officer
(OOD/CDO) in the execution of the unit'sa routine.

(5) Supervise extra duty personnel and persgnnel perform-
ing hard labor without confinement, and maintain records of all
such duties and labor which are assigmed and performed.

{6) Ensure that duty Masters-At-Arms are present at
captain's masts, courts-martial, and at the scenes of all
emergencies.

(7) Assist the Brig Officer (if assigned) in ensuring the
safety of prisonerg in the brig and their release in time of
emergency. When Condition I is set, release prisoners to man
battle gtations if directed by the Commanding Officer.

(8) Assist the genior Shore Patrol Officer (when
assigned) in the esgtablishment and training of personnel assigned
to shore patrol duties.

(9) Maintain the lucky bag.

(10) Furnigh egcorts for the Commanding Officer,
Executive Officer, and visitors, as directed.

{11) Ensure that regulations and instructions regarding
unit visitors are enforced.

{12) Ensure proper and timely preparation of the
following reports as appropriate: The morning report of
prisoners, the daily misconduct report, and the MAA inapection
reports.

Enclogure (1)



OPRAVINST 3120.32C
11 April 1994

{(13) At sea, make eight o'clock reports to the Executive
Officer or the Command Duty Officer. 1In port, the duty MAA will
make eight o'clock reports.

{14) Ensure that the safety responsibilities of the MAA
force specified in articles 704.7 and 707.1 are fulfilled.
{15) EBosure 4Quty Master-At-Arms force perform their 1

enforcement duties under OPRAVINST 5580.1.

c. ORGANIZATIONAL RELATIONSHIPS. The Chief Master-At-Arms
reports to the Executive Officer, or to the Security Officer on
¢V, LCC, LPH, and LHA class ships, for the performance of duty.
For routine adminigtration and accountability of personnel
assigned to the Chief Master-At-Arms, the CMAA reports to the
Divigion Officer, or Administrative Officer, as appropriate.

Personnael of the Master-At-Arxmz force repoert £o the CMAR,

3p03.4 COMMAND CAREER COUNSELOR (CCC)

a. BASIC FUNCTION. The CCC is the command's career informa-~
tion program manager (Reference OPNAVINST 1040.6A). The career
counseling program shall be under the direction of the Commanding
Officer. The Career Counselor ordered in by Bureau of Naval

Personnel (BUPERS) or appointed by the Commanding Officer will
manage the program. He/ghe will have the counseling NEC 9588/89

or be in the Navy Counselor rating.
b. DUTIES, RESPONSIBILITIES AND AUTHORITY

(1) Organize and manage an effective retention program
utilizing the principles of the Retention Team Manual, NP15878G.

{2) Organize, train, and support the Command Retention
Team. .

{3) Maintain command retention statistics.

(4) Maintain a tickler file to ensure that &ll personnel
receive the career counseling interviews listed in the Retention
Team Manual.

(5) Ensure that the Commanding Officer is kept informed
on matters that will affect command retention.

{6} Maintain close liaison with retention offices in the
chain of command.

- o F 1oy — F o J oy

c. ORGANIZATIONAL: RELATIONSHIPS. 'he Command Career
Counselor reports directly to the Commanding Officer via the
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Executive Officer for the performance of career counseling duties
and for retention program management.

303.5. COMMAND MASTER CHIEF (C M/C)

a. BASIC FUNCTIONS. The C M/C is the enliated advisor to
the command on the formulation and implementaticon of policies
pertinent to morale, welfare, job satisfaction, discipline,
utilization and training of all enlisted personnel and as such
the C M/C has direct access to the Commanding QOfficer. The C M/C
takes precedence over all other enlisted members within a
command .

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY

(1) Maintain and promote effectiveness and efficiency of
chain of command.

{2) Asgist the Commanding Officer in all matters pertain-
ing to welfare, health, job satisfaction, morale, utilization,

: nomr el memT L omimma] wman—semmm e 1

and training of enlisted personnel in order to promote tradi-
tional standards of good orxrder and discipline.

{3) Advise the Commanding Officer on formulation and
implementation of changes in policy pertaining to enlisted
memhbers .

{4) Attend meetings as directed by the Commanding Officer

(5) Participate in ceremonies honoring command members.

{6) When appropriate, represent or accompany the
Commanding Officer to official functions, inspections, and
conferences.

(7) Participate in reception and hosting of official

vigitors to the command.

(8) Upon invitation and as approved by the Commanding
Officer, represent the command and Navy at community and civic
functicns.

({9} OPNAVINST 1306.2A (NOTAL) provides additional
guidance. )

c. ORGANIZATIONAL RELATIONSHIPS. The C M/C reports to the
Executive Officer but has direct access to the Commanding
Officer.

Bnclogure (1)



OPNAVINST 3120.32C
11 April 19%4

303.6 DRUG/ALCOHOL PROGRAM ADVISOR (DAPA)

a. BASIC FUNCTION. The DAPA is responsible to the
Commanding Officer for all drug and aleohol abuse Level I
programs. All Navy commands are required to have a minimum of
one member assigned to the collateral duty of DAPA. Larger
commands should assign DAPAs on the ratio of cne DAPA per 300
personnel attached and commands greater than 1000 shall have at
least cne full time DAPA. The Commanding Officer may appoint as
many DAPAs as necessary to satisfy command requirements.

b. DUTIES, RESPONSIBILITIES AND AUTHORITY

(1) Advise the Commanding Officer on the administration
of the command alcoheol and drug abuse program.

(2) As directed by the Commanding Officer, conduct
onboard administrative screenings of identified drug and alcohol
abusers to determine the severity of their érug and alcohol
prcocblems, amenability to assistance, and provide inputsg to
prognosis of successful program completion.

(3) Conduct the Level I drug and alcohol abuse prevention
and education program for the command (see encloaure (6) of
OPNAVINST 5350.4B {(NOTAL)).

{4) Monitor, when regquired, members who return to the
command following completion of Level II and III programs with
the follow-on support recommendations of the rehabilitation
facility (see enclosures (6) and (7) of OPNAVINST 5350.4B
(NOTALj)j .

(5) Serve as the command self-referral procedure agent
{see enclosure (5) of OPNAVINST 5350.4B (NOTAL)).

{6) Prepare drug/alcohol abusgse reports as prescribed in
enclosure (13) of OPNAVINST 5350.4B (OPNAV 5350-2 applies)
{(NOTAL) .

— AT T R TR MY ARY LT - ”~ a3 d ekt =] g
. COLLABORATION WITH THE MEDICAL CFFICER. In the perfor-

mance of his/her duties the Drug/Alccheol Program Advisor (DAPA)
will inform the Medical Officer or Medical Department Representa-
tive of any condition which may require medical attention and
will consult with the Medical Officer or Medical Department
Representative regarding cases requiring collaborative efforts.

d. ORGANIZATIONAL RELATIONSHIPS. The DAPA reports to the
Executive Officer regarding assigned duties and all drug and

.
alonhnl abuage prevention roantral and enforcemant nrogramsa.
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Personnel associated with drug and alcohol abuse education,

Bnclosure (1)




OPNAVINST 3120.32C
- 11 April 199%4

rehabilitation, identification, and enforcement shall coordinate
with the DAPA., Additionally, the DAPA provides inputs to the
Planning Board for Training on drug and alcchol education and to
the Recreation Committee for development of positive alternatives
to alcohol and drug abuse.

303.7 EDUCATIONAL SERVICES OFFICER (ESO)

a. BASIC FUNCTION. The Educational Services Officer assists
the Executive Officer in administering educational programs. The
basic functions are:

{1) Coordination of officer and enlisted training and on-
duty education programs in conjunction with department heads,
division officers and the Planning Board for Training.

{2) Plan for and coordinate active command participation
in the Navy Campus voluntary education program. Work with the
education specialists supporting the command in assisting and
meeting the educational needs of the command.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY

(1) Supervise the administration and operation of the
training office and training aids.

(2) Be a member of the Planning Board for Training.

(3) Be responsible for administrative processing of
training guota requests.

{(4) Assist the Training Officer in administering the
command's training program.

{(5) Provide material, space, and personnel to examining
boards.

{(6) Prepare, conduct, and grade examinations for advance-
ment to pay grade E-3 and other examinations as regquested.

(7) Direct the command educational program, including
encouraging and advising personnel on voluntary programs,
procesgsing applications for educational programs, and assisting
personnel in obtaining vocational/technical, high school, and
college certifications.

{8) Be responsible for the proper handling and safe-
guarding of educational testing materials.
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(9) Obtain technical and administrative information about
the Navy Campus voluntary educations program, as well as guidance
On testing and counseling service, Coordinats with the appro-
priate Navy Campus to ensure voluntary educational programs are
being provided. Act as liaison with Navy Campus office (CNETINST
1560.3D and OPNAVINST 1560.9 provide additional guidance on the

various Navy Campus programs) .

(10) Process applications for officer programs and make
arrangements for interviews and tests, as required.

o, ORGANTZATTOMNMAT, RELATIONSHIPS., The ESQO repnortsg to the
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Executive Officer regarding assigned duties and to the appro-
priate division officer/department head for the accountability
and routine administration of personnel assigned to his/her
supervision. The ESO provides liaison with Navy Campus educa-
tional advisors to obtain professional agsistance in using Navy
Campus voluntary educational programs. The ESO collaborates with
the following offices in administering the educational programs:

(1) Members of the Planning Board for Training.
(2) Division officers.
{3) Administrative Assistant/Personnel Officer.

{(4) Training Assistant of department heads and division
officers.

(5) Command Career Counselor.
303.8 EQUAL OPPORTUNITY PROGRAM SPECIALIST (EOPS)

a. GENERAL DUTIERS. Performs duties as equal opportunity
advisor to commanders/commanding officers of major commands and
staffs or as Command Managed Egual Opportunity (CMEO) training
facilitators at Fleet Training Centers. Provides briefings on EO
matters. Pacilitates formal Command Training Team (CTT) and
Command Assesgment Team (CAT) indoctrinatiocn courses and various
seminars and workshops. Formulates and revises pertinent EO
directives. Writes, edits and publishes documents on EQO related
matters. Collects data, monitors program progress and prepares
reports. Participates in EO meetings, conferences and seminars.
Assgists in performing inspections. Conducts public/community
relations work. Coordinates ethnic observances.

b. SPECIFIC DUTIES. To provide assisgtance to commands in

training, assessment, and investigating. General tasks include
but are not limited to the folliowing:

BEnclosure (1)
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(1} Brief commanders and commanding officers on DOD and
Navy equal opportunity policy.

{(2) Conduct assist visits and inspections of subordinates
commanda in conjunction with Immediate Superior in Command
ingpections.

(3) Conduct initial interview and screen personnel for
equal oppertunity program training.

{5) Establish and maintain files on all verified
complaints.

(6) Conduct informal individual and group assegsment
-interviews. ;

Report equal opportunity assessment data through the

’
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(8) Co-facilitate Command Training Team indoctrination
and Command Assessment Team indoctrination.

(9) Assist subordinate units in planning, scheduling, and
conducting equal oppertunity training.

se commanders, commanding officers and special
teag on ethnic celebrations, events and
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(11) Apprise subordinate commands on recent developments
in areas of equal opportunity.

c. ORGANIZATIONAL RELATIONSHIP. The Equal Opportunity
Program Specialigt reports directly to the Commander/Commanding
Officer, orally or by written reports concerning the performance
of his/her duties.

303.9 HEALTH BENEFITS ADVISOR (HBA)

a. BASIC FUNCTION. The Health Benefits Advisor is respon-
8ible to the Commanding Officer for the general awarenegs of
health bhenefits by assigned personnel and their dependents. At
selected medical facilities, the HBA is a full time primary
billet. For activities other than those with a full time HBA
agssigned, the HBA is not expected to be expert in all aspects of
health benefits, but will be readily available to advise and
refer those requiring health benefits assistance,
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b. DUTIES AND RESPONSIBILITIES. The health benefits
advisor, for activities not assigned a full time HBA, will
maintain a file of appropriate health benefits literature,
publish frequent awareness material in the plan of the day, and
assist assigned pergonnel and their dependents in obtaining
benefits, as required.

c. ORGANIZATIONAL RELATIONSHIPS. The HBA reports to the
Executive Officer.

303.10 LEGAL OFFICER (Units without Judge Advocates assigned)

a. BASIC FUNCTION. The Legal Officer is an advisor and
staff assistant to the Commanding Officer and the Executive
Officer concerning the interpretation and application of the
Uniform Code of Military Justice, the Manual for Courts-Martial,
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discipline and the adminigtration of justice within the command.
b. DUTIES, RESPONSIBILITIES, AND AUTHORITY

(1) Draft the orders convening courts-martial and the
appointing orders of officers assigmed te¢ conduct JAG Manual
investigations. When circumstances permit, consult a judge
advocate when preparing such documents and others related to the
adminiagtration of Military Juatice, JAG Manual investigations,

and so forth.

(2) Ensure that officers and enlisted personnel asgigned
to courts-martial, investigations, and other legal duties are
familiar with those duties.

{3} Collaborate with the Training Officer to ensure that
all officers and enlisted personnel are fully acquainted with
their rights and obligations under the UCMJ.

{(4) Supervise the technical and clerical preparation of
charges.

{5) Participate, as reguired, in processing cases
involving nonjudicial punighment; and recommend that appropriate
casges be referred to trial by courts-martial.

{6) Review court-martial records , and prepare a
recommendation in accerdance with the MCM to assist the convening
authority in deciding what action to take on the sentence.
Consult a judge advocate when circumstances permit.

{7} Review for accuracy, clarity, consigtency,
completeness, and compliance with applicable directives, JAGMAN

3-16
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investigative reports, and prepare recommended command
endorsement.

(8) Refer personnel needing assistance with personal
legal problems to the cognizant Naval Legal Service Office or
nearest Armed Forces legal asgssistance officer. (See JAG Manual,
Chapter VII.)

(9) Draft orders convening formal pretrial investigations
pursuant to Article 32, UCMJ; and

(10) Draft the Convening Authority's action on the record
of trial and the court-martial issuing order, when required.

c. ORGANIZATIONAL RELATIONSHIPS. The Legal Officer reports
to the Executive Officer for the performance of assigned duties
and to the X-Division Officer for matters of accountability and
routine division administration of the enlisted peraonnel
assigned to his or her supervision. wWhen a Judge Advocate isg
assigned, the Judge Advocate shall head a Legal Department and
the provisions of paragraph 332 shall apply.

Officers and enlisted personnel assigned to the legal office
report to the Legal Officer.

3.11 PERSONNEL OFFICER

[ =]

3

a. BASIC FUNCTION. The Personnel Officer is responsible for
enligted personnel placement following the Personnel Assignment
Bill and for the administration and custody of enlisted personnel
records. SECNAVINST 5720.42E shall be referred to concerning all
requests for Department of the Navy records that can reasonably
be interpreted as requests under the Freedom of Information Act.
Additionally, SECNAVINST 5211.5D must be carefully followed
concerning collecting personal information and safeguarding,
maintaining, using, accessing, amending, and disseminating
personal information maintained in systems of records.

Particular attention must be paid to requests for lists of names
and duty addresses or home addresses or phone numbers of crew
members. See paragraph 510.58.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY
{

(2) Maintain the service records of enlisted personnel.
Supervise the accounting of enlisted personnel, including the
submission of Personnel Diary, maintepance of Enlisted Distribu-
tion and Verification Reports, and review Enlisted Manpower
Authorization and Ship/Squadron Manning Documents.

Enclosure (1)



OPNAVINST 3120.32C
11 April 1954

(3) Ensure that all directives and communications
relating to transfers, receipts, advancements or reductions in
rating, reenlistments, or any other changes in the status of
enlisted personnel are executed and recorded.

(4) Supervise the processing of enlisted performance
evaluations, leave papers, identification cards, and ordersa.

{(5) Comply with directives pertaining to administration
of enlisted personnel.

(6) Supervise the compilation and forwarding of informa-
tion from service records for the use of the Commanding Officer
at Commanding Officer's Nonjudicial Punighment, and maintain the
magt record if a judge advocate officer is not assigned.

(7} Review the eligibility of personnel to attend aservice
schools. '

(8) Initiate correspondence concerning the unit's allow-
ance and use of personnel to the type commander or Chief of Naval
Personnel.
{9) Perform other duties as assigned,
c. ORGANIZATIONAL RELATIONSHIPS. The Personnel Officer
reports to the BExecutive Cfficer for the performance of duty and
to the appropriate Division Officer/Department Head regarding the ‘
routine administration of assigned enlisted personnel.
303.12 POSTAL OFFICER

a. BASIC FUNCTION. The Postal Officer superviees the
detailed postal functions of the command.

L. DUTIES, RESPONSIBILITIES, AND AUTHORITY

(1) Organize and supervise the postal functions of the

(2) Ensure timely distribution of the mails through mail
orderlies appointed@ from each division.

{3) Bnsure that the designation of a Navy Postal Clerk is
entered on a separate page 13 (Administrative Remarka} of the
service record.

(4) Rnsure proper gsecurity stowa

held in trust.
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{(5) Ensure audits of stamp accounts are conducted
monthly.

{6) Ensure money order reports and funds are audited and
verified on each day money order business iasa conducted, funds are
exchanged for U.S. Treasury checks and all funds, reports and
related items are submitted by registered mail to the Money Order
Division, St. Louis, Missouri.

{7) BEnsure Custodian of Postal Bffects {COPE) and
Military Postal Clerk(s) (MPC) are designated on DD 2257.

{8) Ensure compliance with the OPNAVINST 5112.4B and
OPNAVINST 5112.5A (which includes DOD Postal Manuals, Vols I and
II respectively); OPNAVINST 5112.6B; and the U.S. Postal Service
Publications (NOTAL).

Cc. ORGANIZATIONAL RELATIONSHIPS. The Postal Officer reports
to the Commanding Officer via the Executive Officer on postal
matters. Enlisted personnel agsigned to the post office report
to the Postal Officer for technical direction and persconnel
administration.

303.13 PUBLIC AFFAIRS OFFICER (PAO)

a. BASIC FUNCTICON. The Public Affairs Officer assists the
Commanding Officer and the Executive Officer in carryving out the
public affairs program of the unit. SEBECNAVINST 5720.42E shall be
referred to concerning all requests for Department of the Navy
records that can reasonably be interpreted as requests under the
Freedom of Information Act. Additionally, SECNAVINST 5211.5D
must be carefully followed concerning collecting personal
information and safeguarding, maintaining, using, accessing,
amending, and disseminating personal information maintained in
Bystems of records. Particular attention must be paid to
requests for lists of names and duty addresses or home addresses
or vhone number of crew members. See paragraph 510.58.

b. DOUTIES, RESPONSIBILITIES, AND AUTHORITY

(1) Keep the Commanding Officer and Executive Officer
informed concerning public affairs trends, policiesg, and
potentialities, including directives on gsecurity and release of
information for publication.

(2) Supervise the preparation of material for public
release from the unit following guidance from the chain of
command. Supervigse compliance with Public Affairs directives in
regard to releases or proposed releases concerning unit and
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personal achievement, serious accident/incident, and unit
participation in community relations activities.

{(3) Assist the Commanding Officer in interviews with the

press.

(4) Assigt in publishing the unit's newspaper, conducting
Captain's Call, and other internal communication efforts as
desired.

(5) coordinate and conduct an active community relations
program between the unit and local civilian sectors/organiza-
tions.

(6) Prepare briefing material and information pamphlets
for embarked guests.

(7) Ensure fleet home town news center information is
properly compiled and used by the command.

(8) Maintain liaison with higher ‘echelon public affairs
offices.

These duties are principal duties only. For more detailed
duties, refer to Department of Navy Public Affairs Regulations
SECNAVINST 5720.44A (NOTAL).

c. ORGANIZATIONAL RELATIONSHIPS. The Public Affairs Officer
reports to the Commanding Officer, normally via the Executive
Officer regarding public affairs duties, and to the appropriate
division officer/department head regarding routine administra-
tion. Enlisted personnel assigned to duty in public affairs
report to the Public Affairs Officer.

303.14 RECREATIONAL SERVICES OFFICER

a. BASIC FUNCTION. The Recreational Services Officer is
appointed to exercise administrative and executive control and
accountability for the recreational services program. The
program shall be adminigtered following the Afloat Recreation
Manual (BUPERSINST 1710.17 {(NOTAL)).

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY

l1\ Davaels P I i o o o . e .

V4 wsEVeAOp allQ adalillilgter an active and V(:I.r].!::u PLOylai
of recreation activities, interdivisional athletics, off-duty
activities and diversions for assigned personnel.

{2) Be custodian of the recreation fund if no other
officer is assigned.

Enclosure (1)




OPMAVINST 3120.32C
11 April 19%4

(3) Ensure preparation and timely submission of required
reports concerning recreational services activities.

{4) Develop a financial budget for appropriated and non-
appropriated funds and administer the use of recreation funds per

o Davmmwmos e s s 1 [ Py R LY o | [ JO SO o Penapty AR | Ko =
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Vol. VII (NOTAL).

(5) Supervise the purchase, maintenance, and disposition
of all recreation property and equipment required to support the
recreational services program. Ensure the egquipment meets the
safety guidelines established by nationally recognized consensus
agencies as determined by BUPERSINST 1710.20.

equlpment

{7) Use the forms specified in the Nonappropriated Fund
Accounting Procedures Manual, (MNAVSO P-3520 (NOTAL)).

(8) Coordinate Recreational Services activities with
special interest groups, clubs, private associations, volunteer
tour programs, or other miscellanecus recreation programs under
Navy or civilian sponsorship.

(9) Maintain liaison with other units, satations, and
civilian communities with respect to available recreation
programg and facilities.

{10) Encourage participaticon in intramural sports
programs to stimulate competitive spirit and physical fitness in
accordance with the health and physical readiness program
(OPNAVINST 6110.1D (NOTAL)) and the weight control
instructions.

{11) Maintain clogse liaison with Recreation Committee,
Recreation Council, and the local Fleet Recreation Coordinator.

(12) Train and supervise the personnel assgigned in the
specialized functione of recreational services.

(13) Coordinate a recreational safety program with the
unit's Safety Officer. Promote recreational safety through
training and education. Conduct seasonally and geographically
appreopriate training quarterly.

{14) Attend all meetings of the Recreation Council and
Recreation Committee.
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(15) Communicate the recreation needs of assigned
pergonnel to the Commanding Officer.

(16) Maintain recreation source materials pertaining to
the proper administration of the recreational services program.

{17) The accounts of the Recreaticnal Services Officer
will be audited by the local Internal Review Staff as prescribed
by BUPERSINST 7510.1, Local Audits of Recreaticnal Services
Activities (NOTAL), or the Audit Board as .
prescribed by the Bureau of Naval Personnel.

{(18) Although not mandatory (unless alsoc assigned as
Recreation Fund Custodian), it is highly recommended that the
Recreational Services Officer attend the BUPERS Afloat Management
Course.

c. ORGANIZATIONAL RELATIONSHIPS. The Recreational Services
Officer is responsible to the Commanding Officer for the proper
functioning of recreation programs. Personnel assigned to
recreational services shall report to the Recreational Services
Officer. The Recreation Fund custodian shall assist the
Recreational Services Officer in administering the recreaticen
program.

303.15 SAFETY OFFICER (Units without Safety Department)

a. BASIC FONCTION. The Safety Officer will be assigmed to
duty directly under the Executive Officer but with direct access
to the Commanding Officer in matters of safety. The Safety
Officer, when not a Department Head, will be of Department Head
status and seniority in order to coordinate the safety program
effectively. The safety QOfficer is responsible for coordinating
the implementation of a comprehensive safety program based on
objectives established by the Commanding Officer, promoting
maximum cooperation in safety matters at all levels, ensuring
wide distribution of safety information, monitoring the submis-
sion of required safety reports to ensure accuracy and timeli-
ness, and maintaining appropriate safety records and gtatistics.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY

{l) Act as the principal advisor to the Commanding
Officer on safety and health matters.

{2) Oversee unit-wide planning to implement all elements
of the Safety Program.

(3) Prepare and submit, through the chain of command,
requests for outside profegsional safety support such as
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industrial hygiene surveys, comprehensive safety inspections and
motor vehicle safety training.

(4) Participate in mishap investigations as appropriate.

(5) Ensure timely and accurate submission of required
mishap reports.

(6) Maintain and analyze safety records (inspection/
survey reports, injury reports, mishap statistics, specific
hazard locations, and medical evaluation statigtical data).

(7) Pafticipate in or appoint a trained safety supervisor
to participate in zone inspections.

(8} Ensure wide dissemination of safety information.

(9) Schedule/ccoordinate safety training with the Training
Officer/Planning Board for Training.

(10) Serve as advisor-recorder of the Safety Council.
Prepare agenda for igsuance by the Commanding Officer/Executive
Officer.

(11) Serve as chairperson of the Enlisted Safety
Committee.

(12) Evaluate, in conjunction with the Safety Council,
the unit's Safety Program for effectiveness and compliance.

(13) Ensure with the assistance of the 3-M Coordinator,
that safety discrepancies beyond the unit's capability are
properly identified in the Current Ship's Maintenance Project
(CSMP} and are entered into the Availability Workload Package.

(14) Periodically monitor the Navy's Medical Surveillance
Program.

C. ORGANIZATIONAL RELATICONSHIPS
(1) The Safety Officer reports to the Commanding Officer
for matters regarding safety and to the Executive Officer for
matters relating to the administration of programs and the
correction of deficiencies.

(2) Personnel assigmned to duty under the Safety Officer
report to him/her.

{3) The Safety Officer collaborates with all
heads, executive assistants, and division safety office
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safety matters and program management. All hands have direct
accegs to the Safety Officer.

303.16 SECURITY MANAGER

a. BASIC FUNCTION. The Security Manager is resgponsible to
the Commanding Officer for the management of the command
information and personnel security program. An officer or
civilian employee, GS-11 or above, designated in writing, as
outlined in Chapter 6, Section 620.5 will be assigmned this duty
as sole, principal, or collateral duty depending upon the scope
of the unit‘'s sBecurity responsibilities. An officer designated
as the command's Security Manager must be U.S. citizen, have a
satisfactory Background Investigation, and have completed the
Security Manager Correspondence Course, NAVEDTRA 10987 (seriesn).
The designation of such officers shall be identified on organi-
zational charts, telephone listings, rosters, etc. The officer
will have sufficient staff assistance and authority to carry out
an effective information security program. Specific security
tasks may be assigned to other officers, but the Security Manager
remainsg responsible for coordinating all aspects of the informa-
tion pecurity program to ensure proper classgsification management,
personnel security, information systems security, physical
measures for protecting clasgified material, and security
education and training.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY

{l) Serves as the Commanding Officer's advisor and direct
repregentative in matters pertaining to the security of classi-
fied information and personnel security.

{2) Develops written command information and personnel
security procedures, including an emergency plan which 1ntegrates
emergency destruction bills where regquired.

(3) Formulates and coordinates the command's security
education program.

{(4) Ensures that threats to security, comprcomises, and
other security viglationse are reported, recorded and, when
necesgsgary, investigated vigorously. Ensures incidents falling
under the investigative jurisdiction of the Naval Criminal
Investigative Service (NCIS) are immediately referred to the
nearest NCIS office. Maintains liaison with cognizant staff
judge advocate or Naval Legal Service Office to ensure required
investigations are completed in accordance with pertinent
directives.
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{(5) Administers the command's program for classification,
declassification, and downgrading of classified information.

(6) Coordinates the preparation and maintenance of
classification guides in the command.

(7) Maintains liaison with the command's Public Affairs
Officer to ensure that proposed press releases and proposed
nonofficial works or speeches which c¢ould contain classified
information are referred for security review. {See SECNAVINST
5720.44A, Public Affairs Manual; SECNAVINST 5510.25A,
Responaibility Review of DON Information; and Navy Regs.)

{8) BPnsures compliance with accounting and control
requirements for classified material, including receipt,
distribution, inventory, reproduction, and disposition.

(8) Coordinates with the -Security Officer on physical
security measures for protection of classified material.

{10) Ensures that any electrical or electronic processing
equipment meets control of compromiasing emanations {TEMPEST)
requirements,

(11) BEnsures security control of visits to and from the
command when the visitor requires, and is authorized, access to
classified information.

(12) Ensures protection of classified information during
vigits to the command when the visitor is not authorized access
to classified information.

{13) Prepares recommendations for release of classified
information to foreign governments.

(14) Ensures compliance with the Industrial Security
Program for classified contracts with DOD contractors.

{15) Ensures that all personnel who are to handle
classified information or to be assigned to sensitive duties are
appropriately cleared and that regquests for pergonnel security
investigations are properly prepared, submitted, and monitored.

{16) Ensures that access to classi

limited to those with the need to know.

{17) Ensures that personnel sgsecurity investigations,
clearances, and access are recorded.
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{18) Coordinates the command program for continuous
evaluation of eligibility for access to classified information or
agsignment to sensitive duties.

{19) Maintains liaison with the command Special Security
Officer concerning investigations, access to Sensitive Compart-
nmented Information (SCI), continuous evaluation of eligibility,
and changes to information and personnel security policies and
Drocedures.

{20) Maintains records of personnel foreign travel
reported by assigned personnel. These records should identify,
whenever possible, the traveller's route and mode of travel,
destination, length of gtay, identity of fellow travellers (when
accompanying the traveller), and identity of tour operator (if a
tour operator is used).

(21) Coordinates with the command ADP and Physical
Security Officers on matters of common concern.

c. ORGANIZATIONAL RELATIONSHIPS

(1) The Security Manager reports to the Commanding
Officer on matters of security and to the Executive Officer for
administration of the information and personnel security program.

(2} When assigned, the Top Secret Control Officer and the
Information systems Security Officer report to the Security
Manager. Personnel assigned to the Security Manager report to
him/her.

(3) The Security Manager collaborates with Department
Heads, the Security Officer, Communications Security Material
(CMS) Custodian, Nuclear Safety Officer, ADP System Security
Officer and others as necessary to ensure the pafeguarding of
clagsified information.

d. REFERENCES

(1) OPHAVINST 5510.1H, Department of the Navy Information
and Personnel Security Program Regulation.

303.17 SECURITY OFFICER

a. BASIC FUNCTION. The Security Officer is responsible for
the supervision, direction, and employment of the assets of the
Security Department/Divigion, for the security of the sghip, and
for aseisting the Commanding Officer to maintain good order and
discipline of the ghip. When no security officer is authorized/
assigned; the duties, responsibilities, and authority described
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in paragraph 303.17b will be assumed by the CMAA or an assigmned
officer assisted by the CMAA.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY

(1) Plan, manage, implement, and direct the ship's
physical security, law enforcement, antiterrorism, and loss
prevention programs, including development and maintenance of
comprehensive physical security ingtructions and regulations.

(2) Determine adequacy of the ship's physical security,
antiterrorism, and loss prevention programs; identify those areas
in which improvements are reguired. Prepare a command Physical
Security Plan which identifies material, spaces, and equipment’
that require protection. Determine specific resources (person-
nel, material, and funds) required for the security of the
command and constraints in resource application; and develop a
concept of operations. for contingencies and potential threats.

{(3) Provide training for the Master-At-Arms force, brig
agtaff, security watch standers, shore patrol personnel, beach
guards, and ship's security response force.

{4) Coordinate with Department Heads concerning their
respective departments, internal/external, and lower deck
security watch and patrol requirements. Matters relating to the
security of special weapons is under the cognizance of the
Weapons Officer, and the Commanding Officer of the Marine
Detachment, if assigned.

(5) Provide assistance to the Beach Guard Officer as
required.

{6) Enforce U.S. Navy Regulations with respect to the use
or introduction of controlled substances on board. Coordinate
the efforts and scheduling of a drug detection dog, when
embarked.

{7) Organize and direct the Master-At-Arma force in
providing a positive law enforcement program to include both
patrel and inveatigative functions.

{8) Bnaure liaiscon concerning mutual security responsibi-
lities is maintained with federal and civil agencies, hosat
country officials or military activities.

(9) Enforce U.S5. Customsa laws as required.

F1TAY Temmenmd o mmmm d A mrcem o memed md mem e dle B o
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{(11) Ensure that when in port the brow, gangway (accommo-
dation ladder), pier, forecastle, fantail, and perimeter security
watches are manned by properly trained personnel.

(12) Ensure that security watches and Master-At-Arms
patrols are established, both at sea and in port, and perimeter
security watches are manned by properly trained personnel

(13) BEnsure that security watches and Master-At-Arms
patrols are established, both at sea and in port, to maintain a
level of security that will protect the ship from any disruption.

{14) when directed by the Commanding Officer, post the
internal and/or external security watch.

{15) During general visiting, direct the Master-At-Arms
force in the posting of sentries and guides for the general
policing of visitor area. Prior to getting underway, ensure a
thorough search of the ship for stowaways is made by departments
and a report of the search is made to the 0OOD.

(16) Bnsure that the Master-At-Arms force acts as roving
safety inspectors and assists the Safety Officer in keeping the
safety program viable at all times.

(17) Provide guidance and assistance to the Commanding
Officer on crime prevention/loss prevention and its impact on the
quality of life.

(18) Develop and maintain a command Missing, Lost,
Stolen, or Recovered (MLSR) Property Program and supporting loss
prevention plan which:

{(a) Identifies and prioritizes, by attractive nature
and likelihood of loss, assigned property susceptible to theft
and pilferage.

(b) Identifies command property accountability,
inventory, causative research, and inspection procedures in
effect.

(c) Establishes procedures for adequate intermal and
external investigative measures, and for the review and trend
analysis of losses.

{d) Establishes command function areas and designates

personnel to be active in, and responsible for, loss reporting,
trend analysis review, and investigative requests and liaison.
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(e) Establishes procedures for ensuring that all
losses and gains, inventory adjustments, and surveys of property
are reported following SECNAVINST 5500.4G and other directives as
appropriate.

(£) Monitors legal, disciplinary, and administrative
procedures applicable to those found responsible and liable for
lossges.

(19) Conduct physical security surveys, inspections, and
auditas.

(20) Identify the real property and assets, by priority,-
to be protected.

{21) Identify restricted areas and ensure such areas are
properly designated by the Commanding Cfficer.

(22) Determine boundaries and establish perimeters of
restricted areas.

(23) Agsess the security threat toe the ship including
regtricted areas.

(24) Determine and identify the necessary resources to
implement effective Physical Security and Loss Prevention
Programs.

(25) Recognize constraints in resocurce application.

(26) Determine and recommend establishment of barriers at
points of ingress and egress (e.g. pier, brows, accommodation
ladders., etc.).

(27) Develop and maintain the personnel identification
and access control system(a), as required.

{28) Where applicable, coordinate security requirement
a ta are te

of embarked staffg and ensure that those requiremen en
in applicable instructions.

{29) Provide technical assistance on all security
matters.

(30) Develop security and anti-terrorism aspects of
crisis management. Participate in the planning, direction,
coordination, and implementation of procedures for crisis
management of situations (including hostage situation) which pose
a threat to the physical security of the ghip. Act as the
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commanding officer's crisis manager and primary staff advisor )
during any security related crisis.

{21} Idantify through surveys, ingpections, and budget
submisgsiong, physical security procedures, egquipment, and
security upgrades which will detect, delay, deter, and/or prevent

wrongful removal, damage, destruction, or compromise.

(32) Identify other physical security measures and
procedures necessary to accomplish the ship's mission.

(33) Establish and provide for maintenance of records
relating to losses of government and perscnal property and
viplations and breaches of physical security measures and
procedures. These records shall be retained until completion of
the cognizant Immediate Superior in Command (ISIC) inspection

cycle, or a minimum of three years, whichever is greater.

(34) Act as ship's point of contact for coordinating and
monitoring physical security waivers and exceptions. Addition-
ally, review and endorse requests for waivers and exceptions for
forwarding to approving authority.

(35) Establish and maintain liaison and working relation-
ships and agreements with the local NCIS Office or embarked NCIS
Agent. Liaison with Federal investigative agencies must be
conducted through the ship's servicing NCIS Office which is
exclusively responsible for maintaining liaison on all criminal
and security investigative and counterintelligence matters with
federal law enforcement, security, and intelligence agencies.

{(36) Serve as facilitator of, and be responsible for,
minutes and records of the ship's Physical Security Review
Committee.

-y e o b

{37) HMaintain regd and co
managers of specialized security programs within the ship
concerning physical security threats and requirements.
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{38) Maintain contact with and solicit advice from the
cognizant staff judge advocate concerning the legal aspects of
physical security.

(39) Develop, maintain, and administer an ongoing
Eﬁcurlux aducation program encompassing yuxnauu.l S%C‘d"lt;,

prevention, loss prevention, antiterrorism, and local threat
conditions.

Enclosure (1)




OPNAVINST 3120.32C
11 April 1994

(40) Identify the number of posts, patrols, and
strengths of the security forces sufficient to protect from,
react to, and confront situations and circumstances which
threaten personnel and property.

{41) Prepare post orders, standard operating procedures,
and training plans for the security force and security reaction

,
force, to include uge of force, apprehension, and temporary

detention of intruders and violators, antiterrorism, and other
appropriate topics.

{42) Develop written security orders and/or directives to
cover all phases of physical security cperations.

Cc. ORGANIZATIONAIL RELATIONSHIPS

}

(l) The Security Qfficer reaportg ko the Commandin
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hads
Cfficer in matters relating to the physical securlty of the ship
and to the Executive Officer for the administration of the
physical gecurity plan.

(2) The Security Officer collaborates with department
heads, the Security Manager, and otherg as necessary to ensure
the physical security of the ship.

(3) The Chief Master-at-Arms {(unlesas
Officer), the brig supervisor, and the physic
officer report to the Security Officer.
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d. REFERENCES

(1) SECNAVINST 5530.4A, NMaval Security Forces Ashore and
Afloat.

(2) SECNAVINST 5500.29B, Use of Force by Personnel
Engaged in Law Enforcement and Security Duties.

(3) OPMAVINST 5530.14B, Physical Security and Lossg
Prevention Manual.

(4) QOPMAVINST 5510.1H, Department of the Navy Information
and Personnel Security Program Regulation.

303.18 SENIOR WATCH OFFICER

a. BASIC FUNCTION. The Senior Watch Officer, under the
direction of the Executive Officer, is responsible to the
Commanding Officer for the assignment and general supervigion of

all deck watchatandera, both |IHA=HJ=}I and in port.
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b. DUTIES, RESPONSIBILITIES, AND AUTHORITY

(1) Maintain a data file of officer underway and in-port
deck watchstanders, including watchstanding gualifications,
assignment to watches, and section assignment.

(2) Coordinate the training of deck watch officers.

(3) Prepare the officer underway and in-port watch bills
subject to the approval of the Commanding Officer.

L - R | o md e - - - — -
listed underway and in-port watch
r.

i
the BExecutive Office

1

{4} Prepare the

n
aubject to the approval of

(5} Schedule rotation of the unit's in-port duty
pections.

(6) Arrange for and supervise training of watchstanders
required to bear fire arms.

¢. ORGANIZATIONAL RELATIONSHIPS. The Senior Watch Officer
reports to the Commanding Officer for approval of officer watch
billg and to the Executive Officer for the training of deck watch
officers. He or she coordinates training with Security Officer
as appropriate.

Heads of Departments will recommend qualified enlisted personnel
of their departments for departmental watches to the Seniocr Watch

Officer.
303.19 SHIP'S SECRETARY

a. BASIC FUNCTION. The Ship's Secretary is responsible,
under the Executive Officer, for the administration and account-
ability of ship's correspondence and directives, for administra-
tion and custody of officer personnel records, and for the
maintenance of reports and the forms contrecl program. The Ship's
Secretary supervises the preparation of the Commanding Officer‘'s
personal correspondence and fitness reports. The Senior Yeoman
{YN) is the Commanding OCfficer's writer.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY
(1) Supervise the administration of the Captain's office.
(2) Review all correspondence prepared for the sBignature

of the Commanding Officer or Executive Officer, ensuring that it
conforms with the Navy Correspondence Manual and command

AL b wro
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(3) Process incom ng and out goi ng correspondence with the
exception of Secret and Top Secret, unless al so designated as
Security Manager and Top Secret Control Oficer, to ensure it is
expedi tiously routed and accounted for.

(4) Maintain the conmand's central correspondence files
fol | owi ng SECNAVI NST 5210. 11D ( NOTAL).

(5) Supervise the forwarding of required reports, and
mai ntain the Master Reports Tickler File.

(6) Advise Departnent Heads, Executive Assistants, and
clerical personnel on proper format of correspondence.

(7) Wth the exception of Naval Warfare Publications,
maintain a reference library of all publications required for
ship's admnistration. Mintain a master list of all publica-
tions and their | ocation.

(8) Be the directives control point for all directives
prepared, i1ssued, or handled within the Navy directives system
wi th the exception of departnent and division directives.

(9) Control the reproduction and issuance of directives
signed by the Commanding O ficer or Executive Oficer. Miintain
the command's central directives files.

(10) Be responsible for officer personnel record
adm ni stration.

(11) Supervise the distribution, handling, preparation,
and forwarding of officer fitness reports.

(12) Adm nister the officer personnel accounting system
(13) Maintain official case files.

c. ORGAN ZATI ONAL RELATI ONSHI PS. The Ship's Secretary
reports to the Commanding O ficer, to the Executive Oficer
regardi ng assigned duties, and to the Adm nistrative Assistant
regardi ng routine adm nistration of personnel assigned to the
Captain's office. All personnel assigned to the Captain's office
report to the Ship's Secretary.

303.20 NAVY TACTI CAL COMWWAND SUPPORT SYSTEM COORDI NATOR ( NTCSS)
(OPTIM ZED AND LEGACY SNAP)

a. BASIC FUNCTION. The NTCSS System Coordi nator shall be an

officer or chief petty officer (or senior petty officer aboard
unit | evel ships) assigned the primary duty to coordi nate the
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i npl enent ati on, operation and nmai ntenance of the NTCSS. For
Force Level commands, in addition to the NTCSS System

Coordi nator, an individual Functional Area Supervisor (FAS) wll
al so be assigned for each individual application, such as SUADPS,
R- SUPPLY, OWMS-NG NALCOM S and RADM The FAS will report to
respective Division Oficers/Departnment Heads for subject rel ated
i ssues. For exanple, the FAS for R-SUPPLY would report to the
Supply O ficer for supply-related i ssues. The NTCSS Coordi nat or
w Il be assisted by one or nore NTCSS system nai ntai ners who wl |l
be trained to perform preventive and corrective mai ntenance on
the NTCSS system

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Be responsible for the operation and mai nt enance of
the NTCSS system foll ow ng Navy NTCSS gui del i nes.

(2) Serve as the primary point-of-contact between off-
ship activities interfacing with the NTCSS system

(3) Coordinate, nonitor, and schedul e NTCSS production
requi renents with functional area supervisors.

(4) Ensure equitable allocation of NTCSS services to al
departnments with functional requirenents.

(5) Install and inplenment updated software and data files
under the gui dance of SPAWARSYSCEN and ot her support conmands.

(6) Schedul e and coordi nat e sof twar e/ har dwar e assi st ance
from TYCOM SPAWARSYSCEN and ot her support comrands.

c. ORGAN ZATI ONAL RELATI ONSHI PS. The NTCSS Syst em Coor di na-
tor wll be a primary billet aboard ships with SNAP |/ SNAP |
systens. The NTCSS System Coordinator will be designated to
provide a single point-of-contact and act as a data nanager for
NTCSS adm ni stration and operation. The NICSS System Coor di nat or
will report to the C'l Departnent Head as a special assistant in
controlling the ship's data in all matters relating to the NTCSS
system (i npl enent ati on, operation, maintenance and ADP security
requi renents). The NTCSS System Coordinator will al so keep any
custoner departnents up-to-date as to system status.

303.21 TRAI NI NG OFFI CER
a. BASIC FUNCTION. The Training Oficer assists the

Executive Oficer in the fornulation and adm ni stration of the
unit training program
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b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY
(1) Serve as a nenber of the Planning Board for Training.
(2) Maintain contact with training activities of the
shore establishnment to advise the Planning Board on availability,
and use of training facilities.

(3) Manage the formal schools training program including
obtai ning and cancel i ng quotas, dissem nation of quota infornma-
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tion, preparation of Temporary Additional Duty (TAD) orders, TAD
target funds {TADTAR) management, and service record entries.

{4) Coordinate indoctrination courses for all newly
reported personnel.

(5) Prepare a training program for midshipmen and reserve
personnel embarked for training duty.

(6) Evaluate, with the Plamning Board for Training, the
effectiveness of using records, reports, graphs, and other
control devices for unit-wide, department, and division training
programs.

(7) Prepare, issue and maintain training schedulesg after
the Planning Board for Training has outlined the requirements.

(8) Coordinate with the Operations Officer in scheduling
training exercises.

{9) Supervise implementation of The Persconnel Qualifica-
tion Standards (PQS) System and engure its use as the basis for
training objectives within the command training program.

(10) Maintain an index of applicable PQS for use in the
unit. Ensure that an adequate supply of all applicable PQS
packages is maintained.

{11) Supervise the administration of the command‘'sg
overall training program.

{12) Coordinate a safety training program with the unit's
Safety Officer. See paragraph 705.2a and b.

cC. ORGANIZATIONAL RELATIONSHIPS. The Training Qfficer

reports to the Executive Officer regarding assigned duties. He/
she collaborates with the following officers in developing the
overall training program and in implementing special training
programs:

(1) Other members of the Planning Board for Training

{2) Department heads

{3) First Lieutenant

(4) Damage Control Assiatant

(5) Administrative Agsistant/Personnel Officer
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(6) Educational Services Officer

(7) Training Assistants of department heads.
{8) Security Mamnager

(9) safety Officer

(10) Legal Officer

Personnel assigned to the training office report to the Training
Officer.

303.22 3-M COORDINATOR

a. BASIC FUNCTION. The 3-M Coordinator manages all facets
of the 3-M program. Prerequisite formal schooling in administra-
tion and operation of the shipboard 3-M system or appropriate PQS
qualification in 3-M system will be completed prior to assign-
ment .

b. DUTIES AND RESPONSIBILITIES

(1) Carry out the duties and responsibilities set forth
in OBNAVINST 4790.4B.

(2) Identify safety deficiencies and coordinate correc-
tive action (See paragraph 705.3).

c. ORGANIZATIONAL RELATIONSHIPS. The 3-M Coordinator
reports to the Executive Officer for coordination and direct
supervision of all facets of the 3-M program. Department Heads,
Divigsion Officers, Departmental 3-M Assistants, and Work Center
Supervisors collaborate with the 3-M coordinator on matters
relating to the 3-M system. In aircraft carriers the 3-M
Coordinator reports to the Maintenance Management Department
{MMD} Head. .

303.23 LAY READER

a. BASIC FUNCTION. A Lay Reader may be appointed in writing
by the Commanding Officer to serve for a period of time to meet
the religious needs of a particular religious faith group.
Commanding Officers are encouraged to seek the advice and assis-
tance of the Command Chaplain or chaplain attached to a higher
echelon regarding the selection of an appropriate lay reader.
There is no civilian credential or approval implied in the
appointment by the Commanding Officer. 1In addition, appointment
as Lay Reader terminates when the need is no longer apparent; for
example, at the end of a deployment, or when the Lay Reader is
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transferred. Lay readers shall be selected on the basis of high
moral character, motivation and religious interest. Commanding
Officers will ensure that lay readers are properly trained. In
order to facilitate their work with chaplains and lay readers of
all faith groups., Religious Program Specialists (RP) will not be
assigned as lay readers.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY

(1} Conduct lay services of his/her specific faith group.
Lay-conducted services are supplemental to the Command Religious
Program derived out of necessity and are not to be considered a
substitute for divine gervices conducted by chaplains or ordained
civilian clergy.

{2) Except in extraordinary circumstances, chaplains
shall be the only persons to administer sacraments aboard Navy
ships. In cases of necesgity, however, Commanding Officers may
permit lay readers to administer sacraments to members of their
faith group, providing the lay reader has been approved in
writing by the specific religiougs body. Although religious
authority to administer sacraments may be granted to a lay reader
by a particular faith group, permission to administer sacraments
aboard a Navy ship rests solely with the Commanding Officer.

{3) Offerings should@ not be taken at lay-conducted
services, except as authorized by the Commanding Officer. Any
monies collected will be used for religious benevolence purposes
only.

C. ORGANIZATIONAL RELATIONSHIPS. Lay readers aboard ships
without chaplains report to the Executive Officer regarding their
responsibilities. Coordination with a chaplain of the next
higher echelon is required unless precluded by military neces-
8ity. Lay readers aboard ships with chaplainsg report directly to
the chaplain.

d. REFERENCES
(1) SECNAVINST 1730.7A (NOTAL)
{(2) OPNAVINST 1730.1B
303.24 NAVAL RESERVE COORDINATOR
a. BASIC FUNCTION. The Reserve Coordinator assists the
Executive Officer in the proper administration of Naval Reserve

Personnel asgigned to f£fill valid mobilization billets of the
command or assigned for training. The basic functions are:
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(1) Coordinate the integration of reserve personnel into
their assigned nobilization billets and assist in their training
and readi ness.

(2) Plan and coordinate training for Sel ected Reserve
per sonnel enbarked on their annual two-week Active Duty for
Trai ning (AT) and weekend Inactive Duty Training Travel (IDTT).
Maintain liaison with reserve unit representatives in neeting
nobi | i zati on readi ness needs of the command.

b. DUTIES, RESPONSIBILITIES AND AUTHORI TY

(1) Manage the reserve training program by planning,
nonitoring, and evaluating the nobilization training of assigned
reserve units/personnel to include:

(a) Monitor nobilization billet qualification
progress.

(b) Provide necessary support for reserve unit
trai ning functions.

(c) Provide command assessnent on the specifics of
unit readi ness attainnment.

(d) Ensure the conpletion and forwardi ng of al
i ndi vidual and unit eval s/reports as required.

(2) Provide preplanning to optimze training opportuni-
ties in the follow ng areas:

(a) Personnel Qualification Standards (PQS)
(b) NOBC/ NEC requirenents

(c) Watchstandi ng qualifications

(d) Warfare qualifications

(e) Teamtraining: 1i.e., Damage Control, firefight-
i ng teans, etc.

(f) I'ndoctrination, lectures, famliarization of
conmand.

(g) School quotas or short courses of instruction
avail abl e relevant to reserve training.
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(3) As a member of the Planning Board for Training
(PBFT). Coordinate time periods for scheduling of AT and
IDTT to maximize reserve training.

{4) Coordinate with appropriate personnel to ensure
adequate planning for:

{a) Berthing
{b) Messing
(c) Watch assignments

(d) Necessary transportation during AT or week-
end training

(e) Orders processing, pay, travel claims, receipt of
administrative packages (Record of Emergency Data)

(£} Receipt of health records, medical support

(g) Issuing of appropriate foul weather clothing and
safety equipment

{5) Notify unit of required security clearances, small
arm ¢qualifications.

c¢. ORGANIZATIONAL RELATIONSHIPS. The Reserve Coordinator

reports to the BExecutive Officer regarding assigned duties and
interfaces with the Selected Reserve unit representative for
input prior to the training period and while the unit is present
to engure training objectives are achieved. The reserve unit
representative shares egqually in the responsibility to coordinate
training with the Reserve Coordinator. The Regerve Coordinator
collaborates with the following officers in adminisgtering the
command's regerve training program,

{1) Members of the Planning Board for Training

(2) Divigion Officers

{3) Administrative Aassistant/Personnel Officer

{4) Security Manager/Officer

{5) Senior Watch Officer

{6) Medical Representative
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